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OFFICE OF PERSONNEL MEMORANDUM NO„ 42~100»ll* 

SUBJECTS Correspondence with Applicants 

RESCISSIONS 0PM ^2-100=10 (57“5k)* Correspondence with Applicants 
\ dated 20 August 19% wueanca, 
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If no delay is foreseen, no correspondence will be dispatched to 
the applicant until after a security clearance is requested© At 
that time a letter will be dispatched apprising the applicant that 
her forms have been received and that the actual processing of her 
appointment has begun© 

bo During "shopping" period - includes individuals who have 
f urnisheds orapl eie'd ’ appiic at ion forms and other documents and 
whose Applicant Folders are being routed to operating components 
by Placement Officers for selection; 

Placement Officers shall insure that the applicant is 
advised at intervals not longer than 30 days, by letter, telegram 
or telephone, that his application is under consideration and that 
every effort is being made to arrive at a determination in his case© 

The letters will be personalized insofar as practicable and should 
be written in a manner calculated to keep the applicant actively 
interested in employment with the Agency© The following procedure 
will apply; 

(1) The Placement Officer concerned will determine when 
interim correspondence is appropriate and the type of corres- 
pondence to be transmitted to the applicant© 

(2) In those instances in which it is not feasible for 
the Placement Officer to recall the applicant file from the 
office reviewing the application. Form No© 37-131, Request for 
Interview or Correspondence, will be completed by the Placement 
Officer and forwarded to the Correspondence Branch, PRD© The 
"Other" box on Form No© 37-131 will reflect the particular 
type of letter to be prepared, and will include a brief state- 
ment citing the specific office which is considering the appli- 
cation and the degree of interest currently being evinced by 
that office© This information should be based on an actual 
fall tw -up contact with the office concerned© A duplicate of 
Form No© 37-131 will be filed in the Applicant Folder 0 

(3) The Correspondence Branch will prepare the appropriate 
correspondence, dispatch it, and transmit a copy to the Placement 
Officer concerned for inclusion in the Applicant Folder© Copies 
of standard letters used by the Correspondence Branch are avail- 
able upon request to personnel concerned© 

c© During processing f or emp loyment - includes Individuals 
selected for employaentaridfor wHom'iec’urity processing has been 
initiated; 

These letters shall be initiated by the Chief, Transactions 
and Records Branch, PRD, or his designee© A letter will be dis- 
patched to the individual immediately after security processing is 

O'R 1.9'SS 

1 





030066-1 


initiated advising him that he has been tentatively selected for a 
position at a stated grade and salary* which conform to rates of 
pay prescribed by the Congress 0 In addition* the letter will in- 
dicate that the appointment is contingent upon the successful com- 
pletion of reference checks* physical examination and review of 
qualifications which may require up to 30* 90 or 120 days* as ap- 
propriate « At least every 30 days thereafter and until receipt of 
action by the Office of Security* the applicant will be sent a let- 
ter advising him that processing is continuing 0 

do Reject for security or medical reasons : Correspondence to 
individuals in" this group wElTBe Initiate d by the Chief or Deputy 
Chief* PRD* or by the Chief, Transactions and Records Branch* PHD* 
and prepared and dispatched by the Correspondence Branch 0 


©« ^ or ot her reasons ; The Correspondence Branch will 

prepare and"~STspatcE~ such correspondence upon receipt of the Appli- 
cant Folder and appropriate instructions from an authorized official 
(Chief or Deputy Chief* Placement and Utilization Division* or 
Placement Officer).. 

f o Entrance on d uty s Immediately upon receipt of the appropri- 
ate security "clearance* Transactions and Records Branch will initiate 
a letter to an individual, in this category advising him that his ap- 
pointment has been approved subject to final processing which includes 
the followings taking the oath office* signing a loyalty affidavit* 
completing a physical examination at the Agency's medical center* and 
participating in a final security interview., This letter will request 
the applicant to inform the Agency when he can report for duty and will 
indicate the time of day and place to report® In addition* it will ap- 
propriately advise him about travel and transportation at government 
expense* that his salary is subject to retirement and income tax with- 
holdings* that his first pay check will be received about four weeks 
after he enters on duty* and that a loan can be arranged to assist him 
during this initial period of adjustments# 


Uo Correspondence addressed to present or fomer general or flag of- 
ficers or to individuals who hold or have held positions of major importance 
in civilian governmental service or private employment shall be routed to 
the Director of Personnel for signature 0 /~\ 



25X1 A 


warns on ii„ Reynolds 
Director of Personnel 


#Loan arrangement will not be included in letters to applicants above the 
06-9 level® 
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